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23 APR 1974

MEMORANDUM FOR : See Distribution

SUBJECT . Reimbursement Procedures for Executive
Dining Room Charges Incurred in the
Conduct of QOfficial Duties

REFERENCE : A) DCI Memorandum dated 11 January 1974,
Subject: Official Entertainment in the
Executive Dining Room

B) Acting Director of Logistics'
Memorandum dated 9 April 1974,
Subject: Changes in the Executive
Dining Room Operations

1. Effective April 29, 1974, the following
procedures will be applicable for obtaining reimburse-
ment for all authorized expenses (Reference A) for
services provided by the Executive Dining Room:

a) A Deputy Director or Head of Independent
Office will complete the "Request for Reimburse-
ment for Executive Dining Room Charges Incurred
in the Conduct of Official Duties " memorandum
(Attachment A).

b) Form 264 (Attachment B) will be completed

by the claimant and forwarded together with
request for reimbursement memorandum and Dining
Room receipts to the AO/DCI, 7 C 17, Headquarters.

2. Certified vouchers will be returned to the
claimant for payment through any of the Agency's cash
disbursing facilities. Memoranda and receipts will be
retained by the AO/DCI for audit and reporting purposes.

Administrative Offlcer, DCI

Atts:
As Stated
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MEMORANDUM FOR : Executive Secretary, CIA
THROUGH : Administrative Officer, DCI

SUBJECT . : Request for Reimbursement for Executive
Dining Room Charges Incurred in the
Conduct of Official Duties

REFERENCE : DCI Memorandum dated 11 January 1974,
same subject

The officer named below incurred expenses on the date
indicated in an official capacity. It is requested that the
charges indicated be reimbursed from U.S. Government funds.

Date:

Host:

Guest(s): Name Organization
Agency

Participants: Name - Component

Reimburseable Charges:
(Receipts Attached)

Check one:

/ 7/ I certify that the payment of the charges cited
herein are allowable under the standards established
by referent memorandum,

/ /I certify that prior approval was obtained from the
Director for an exception to the provisions of the
referent memorandum.

Deputy Director
or lHead of Independent Office
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SECRET
(When Filled In)

REQUEST FOR

NAME OF CLAWIE GYEQUFBYRETEASe 2005/03/24 : CIA-RDP8OMO1133A

IQOZ00V300R0-6-12 (Firnance use only)

REIMBURSEMENT
OR PAYMENT

PAYMENT TO: (1f other than above).

and receipt.

FUNDS ARE REQUESTED FOR EXPENSES INCURRED ON OFFICIAL BUSINESS OF A CONFIDENTIAL, EXTRAORDINARY, OR EMERGENCY NATURE AND ARE IN PAYMENT FOR: (Attuch receipts and other supporting documents)

Reimbursement for authorized Executive Dining Room expenses per attached memorandum

Memorandum and receipt retained in
AO/DCI for audit purposes.

.
4 )ENT INSTRUCTIONS | CERTIFY FUNDS ARE AVAILABLE DESIGNATION OF AGEMT TO PICK UP FUNDS
! OBLIGATION REFERENCE NO. CHARGE FAN ACCOUNT NO. I authorive my agent. whose signatu-e appears below. to recesve
2001 4110-101 0 S of official funds on my bebalf and ucknoutedge
receipt of such funds and my responsibility therefor, when paid to
CERTIFICATION (Check when applicable) LIQUIDATION CODE my agent.
JX REEMBURSEMENT 1 DATE SIGNATURE OF AGENT
) . DATE AUTHORIZED SIGNATURE
| cestify that the disbursements itemized above were necessorily made by QTAT
me and that | have not been nor will | be reimbursed therefor from any other DATE SIGNATURE ©F EAMhNT OR OFFiCER
source ond that this cloim ond attachments are true ond correct. s —
- AUIRERMICATTON._________
{] PERSOMAL SERVICES DATE SIGNATURE OF APPROVING OFFICER ACKNOWLEDGEMENT OF RECEIPT
The amdunt requested is due the payee for satisfactory performance of AMOUNT CHECK NO. i
duties in accordonce with the terms of his contract or other written or oral B > C - Eva‘ns
agreements. CERTIFICATE FOR PAYMENT OR CREDIT i
DATE SIGNATURE DATE SIGNATURE i DATE SIGNATURE AT
. T
SPACE BELOW FOR EXCLUSIVE USE OF OFFICE OF FINANCE ]
GESCRIPTION-— ALL OTHER ACCOUNTS 13-33 34-39 40— 42-47 48 55-66 67-70 71-80
IR PP STATION 41 OBLIG. 45 %! 5154 COST—FAN OBJECT AMOUNT
/4 o, CODE "Ec | REF. NO. o5t L9l GENERAL ACCOUNT SYMBOL CLASS
DESCRIFTION—  foem-ommem oo 2 UB Q€
REC. RPT. PQ ADYANCE NO LEDGER 1A 61-66 168-70
. SHIP. DOC. MO, ED ; " Tyt
)ovmce ACCOUNTS 13-27 A L) no. | NE | AL RO [EAY ICAl accT NO. LY LM 1 bue DEBIT CREDIT
P4l meora 4 ENP. NO ; ) i X REF. NO. DATE
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11 January 1974

MEMORANDUM FOR: See Distribution

SUBJECT : Official Entertainment in the Executive
Dining Room

REFERENCES : {(a) Memo dtd 29 June 1963 to ExDir from DDCI,
' - Subject: Delegation of Authority '

(b} Memo dtd 10 April 1967 to Deputy Directors
and Heads of Independent Offices from
ExDir, Subject: Official Entertainment
in the Executive Dining Room

(c) Memo dtd 29 July 1971 to Deputy Director
for Plans from ExDir, Subject: Official
Entertainment in the Agency Dining Room

(d) Memo dtd 17 March 1972 to Deputy Directors
from ExDir, Subject: Official Entertain-
ment in the Executive Dining Room

(e} Form 725 dtd 5 September 1973 to Director STAT
of Finance from DCI, Subject: Delegation
of Authority and
dtd 24 July 1973

4
£

1. For some time the basic policy of the Agency [ ]has been STAT
that expenses incurred in the official entertainment of officers or employees . ¢
of the U.S. Government exclusively required approval by the Director or by
a single senior official designated by him. Per reference (2) this authority
was delegated to the Executive Director. Reference (b) stipulates that offi-
cial entertainment in the Executive Dining Room must be hosted personally
by a Deputy Director or Head of an Independent Office, or by his deputy when
directed. Reference (c) disapproved a request to delegate to Division and
Staff Chiefs the authority of a Deputy Director to submit vouchers for official
entertainment. Reference (d) permitted Deputy Directors to delegate to a

MCA-73

Approved For Reléase 2005/03/24 : CIA-RDP80M01133A000700130020-6
" ADMINISTRATIVE—ITTEZNAL U3SE ONLY



{ \

Ay

, £ :
Approvedr Release 2005/03/24 : CIA-RDP8OMO1133A000700130020-6

single senior officer their authority to submit such vouchers. Reference
(e) established the Executive Secretariat, appointed the Executive Secre-
tary, and delegated to the Executive Secretary the Director's authority to
approve the payment of these expenses. :

2. During the past few months Agency policy concerning the official
entertainment of officers and employees of the U.S. Government has been
under review. The Comptroller General's position is that official funds
should not be used for the entertainment of Government officials unless
specific authority for that purpose has been given by the Congress. There-
fore, it has been concluded that the Agency shall no longer use official funds
to pay for the expenses incurred in the entertainment of officers or em-
ployees of the U.S. Government in the Executive Dining Room. In addition
to those persons included within the definition of "officers and employees"
in Title 5 of the U.S. Code, %his phrase includes staff employees, staff
agents, detailed military and civilian personnel, contract employees, and
career agents of this Agency. An exception to this policy may be made
only in the most unusual and special circumstances. Such an exception
shall require the advance approval of the Director.

3. The Director's Imprest Fund may be used to pay the full cost of
a function, including the meals served Agency personnel, when the purpose
is to entertain a foreign official or a non-U.S. Government personality.
Deputy Directors may delegate their authority to submit vouchers for these
functions to a single senior officer. Since the burdenisa limited one,
Heads of Independent Offices are expected to continue per sonally to retain
this authority. The Executive Secretary has been designated as the single
senjor official who may authorize the payment or reimbursement of these
expenses.

4. It shall no longer be necessary that official entertainment in the
Executive Dining Room be hosted personally by either a Deputy Director
or his Associate. Any other senior official designated by a Deputy Director
or a Head of an Indepéndent Office may act as host.

5. The General Counsel has been asked to amend the appropriate
Headquarters Regulation to reflect the change of policy and delegations
set forth above. The policy and delegations referenced in this memoran-
dum are hereby rescinded. (// , _

Directo
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ER (Original)
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9 April 1974

MEMORANDUM FOR: Administrative Officer, DCI
Chief, Administrative Staff, DD/I
Executive Officer to the DD/M§&S
Executive Officer, DD/S&T
Executive Assistant to the DD/O

SUBJECT : Changes in the Executive Dining Room
Operations

1. The memorandum attached has been sent to all Execu-
tive Dining Room (EDR) members outlining changes that will be
effective on 29 April 1974. Addressees will be particularly
concerned with the establishment of the associate membership
for tray service, and changes in the handling of the imprest
account. : :

a. Associate Membership: For some time, the EDR has
provided, as a courtesy, tray service to certain adminis-
trative personnel serving senior officers who, as a result
of this assignment, are required to eat at their desks.
With the computer accounting system, these individuals
must now have an account number or charge their meals to
their sponsor's account. To save confusion, the associ-
ate membership has been established. This is to be a
very limited group, since the EDR cannot accommodate a
large tray service operation. It is important to note
that this associate membership is for tray service only,
and does not include other EDR privileges. Nominations
for associate membership must be approved by a Deputy
Director and forwarded to the Chief, Logistics Services
Division, OL, who will issue the invitation. Deadline
for initial nominations is 19 April 1974.

b. Imprest Fund: Imprest fund transactions have
directly involved the EDR bookkeeping system. Hence-
. forth, the EDR, like any other restaurant, will bill
the host directly and, if requested, provide a receipt
for the meal, Reimbursement for official meals should
then be obtained through normal administrative procedures.

| oL 4 1915
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=UBJECT:  Changes in the Executive Dining Noom Operations

s e

AP

The Administrative Officer, DCI, will issue separate
instructions as to the policies. which must be followed
in charging imprest funds for meals taken by U.S.
Government employees, contractors, and others not
representing a foreign government. e

2. As with any change, cooperation and support are
essential. These are necessary changes designed to simplify
the bookkeeping system and better control the EDR. Your
patience and assistance’ during this changeover period are
appreciated.

Acting Direc'tor of Logistics

2
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